Commonwealth of Massachusetts
Job Aid: How to Search for and Read Statewide Contract PRF44DesignatedOSC ePay Electronic Payments

This Job Aid shows how to:

e Search for Active Statewide Contract PRF44DesignatedOSC ePay Electronic Payments
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BUYSMARP

Buyers: Better manage the
pracurement process with

BUYSMART, the FREE online

system for Massachusetts
public entities from Comm-
PASS

Buyer LoginiD

Password
Login/Agree *

Terms of Use

Retrigve Forgotten Login ID

Reset Forgotten Password

BUYSMART Helps you:

> Receive more qualified
competitive bids

05D Procurement Schedule
ReYew this summary schedule of Operational Services Division's upcoming procurement activity

OSD Events and Training

Opportunities Currently Exceed $6.07 Billion

Select Images To Access Authorized Statewide Contract Vendor Ads

tegister for DCAb
Cartificatio
w

Fiscal Year 2013 Small Business Purchasing Program Benchmark Issued
The Operational Senvices Division is pleased to announce the issuance of the Fiscal Year 2013 benchmark for the Small Business
Purchasing Program (SBPP). In an effort ta increase the use of small businesses in public purchasing, Executive Branch
Departments are strongly encouraged to spend 2.5% of annual with small enrolledin the
SBPP. By issuing this benchmark, Executive Branch Departments have a greater incentive to support the existence and growth of
small businesses inthe Commonwealth by continuing to invest in Maseachusetts-based small business enrolied in the SBPP

The Small Business Purchasing Pragram was established in 2010 to support small usinesses in the Gommonwealth. To enroll in
the program, please follow these five steps.

New How To Locate and Read Statewide Contracts and Find Contract Vendors
The Operational Senvices Division Is happy to announce a new feature of the Comm-PASS System. Based on user feedback, the

SMAREBID

Vendors: Stay on top of
contract opportunities by
subscribing to SMARTBID, the
new online subscription senvice
from Comm-PASS.

Vendor LoginiD
Password

Login
Retrieve Forgotten Loain ID

Reset Forgotten Password
SMARTED Lets you:

> Track bids online through the
entire process

> Getemails about

amendments and updates

Receive emails with new

solicitations / contracts that

¥

Step 1

Visit Comm-PASS

homepage:
WwWw.comm-
ass.com/.

Step 2

Select the “Contracts”

tab.

> Streamline workflow Comm-PASS team has designed new, easy to use and highly accessible Statewide Vendor Reperting and Search functionality meet your criteria

> Increase procurement Without requiring login credentials or more than a few clicks, one can browse all Active Statewide Contracts and Vendors and Search > Listin the publicly accessible
efficiency for Active Statewide Contract Vendors. Results include links directly to contracts, vendor details -and all search results can be Comm-PASS Business

> Simply fling with an exported in Microsoft Excel. The Vendor list contains many aftributes you have requested in Comm-PASS such as designated icons directary

to show Small Business Purchasing Program participation or Supplier Diversity Program SDO cerfication. This enhancement saves
time and makes Statewide Contracts more accessible for all users. Job Aid more

electronic paperless system more benefits.

mare benefits

Time-Saving E to the Comm-PASS Bidders Forum
The Comm-PASS Forum is an online opportunity to field Bidder Questions on an open solicitation prior to bid submission. An online
Forum is a buyer tool available in Comm-PASS that allows potential bidders or anyone interested in a specific solicitation to post
questions online and allows the buyer to post answers to the questions. Questions and answers posted to the Forum are
accessible to all Comm-PASS users.
to the Forum have reduced the data entry for buyers. Instead of posting answers to each question one at
atime, buyers can now answer all of the submitted questions and upload all of the answers in one key stroke. The newly enhanced
Forum also allows for easier viewing of all of the questions and answers

Vendor Tip - NEW!

> Areas of Interest
leamn more.

Buyer Tip - NEW!

> Procurement Law
learn more.

v

Business Directory

> Procurement Type leam more.

leam more.
We encourage you to take advantage of the new and improved Forum. Any questions, please contact the Comm-PASS Help Deskat > Getling on the list
B (@ ErE comm-pass@state ma us leam more.
leam more.

Subscriptions to Comm-PASS SMARTBID are Free
Businesses interested in bidding on contract opportunities offered through the Commonwealth's procurement access and
snlicitatinn suctom Camm PASS mav anrall in the SUARTRIN elartranic hirdinn svstem 2t nn caet Fras acrase in SUARTRIN wil

» Login

Comm-PASS
Fracuremen
_ QUICK QUOTES | SOLICITATIONS mm BUSINESS DIRECTORY FED STIMULUS m

Browse Contracts

= Browse All Active Contracts
Use this tool for broad searches. Access every Active record posted by a single Entity-Department or classified in a specific Catec

= Browse All Inactive Contracts
Use this tool for broad searches. Access every inactive record posted by a single Entity-Department or classified in a specific Cat
senvices.

ftracts, both Active and Inactive records, or records containing specific criteria you know like C

End, Last Changed).

= Browse All Active Statewide Contracts and Vendors
Use this tool for broad searches. Access every Active Statewide Contracts and view Statewide Contract Vendors, both Subscriber:

= Search for Active Statewide Contract Vendors
Search by various criteria, including specific Active Statewide Contract Criteria you know like Document Mumber and specific Vent
like SBPP (Massachusetts Small Business Purchasing Program), SWC Holder (Statewide Contractor), D0 (Supplier Diversity O
Women-Owned Businesses, formerly SOMWBA), SDP (Supplier Diversity Program plan, formerly Affirmative Market Program plan
Products and Services), and more.

= Receive Automatic Notifications
Find out how to enable email alerts for any new posting or update that matches the goods and sernvices Category-Subcategory lis
of Interest profile!

Step 3
Select the “Search for
a Contract” Link
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» Login

Comm-PASS
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Home > Browse Contracts »

Search for a Contract

Search by Keyword

Keywords:

The keyword search is not strongly recommended since it requires you to make an EXACT MATCH. Itis not case sensitive, it does not
asterisk (*), and does not recognize commands like "AND." For best results, leave it empty.

*AND** Search by Specific Criteria

Statewide Contract: [
Contains Federal Stimulus: [
Contains MBE/WBE/DBE Goal:

@ber: PRF44

Step 4
Enter “PRF44”in

Document Number
Field

Step 5
Click on “Search”
button

DocUment oratrs: v
Department: Select Deg&ment
Contract Type: -
Applicable Procurement Law: -
Comm-PASS Category: Select Category
-
Comm-PASS ogn e

QUICKQUDTES SDLICITA'I'IONSFDRUMS BUSINESS DIRECTORY | JOIN | FED STIMULUS | RESOURCE CENTER

Home > Browse Contracts »

Search for a Contract

@1 Contract(s) found that match your search@

Search by Keyword N

A

Keywords:

The keyword search is not strongly recommended since it requires you to make an EXACT MATCH. Itis not case sensitive, it does not recognize
asterisk (*), and does not recognize commands like "AND." For best results, leave it empty.

*AND* Search by Specific Criteria

Statewide Contract: [

Contains Federal Stimulus: [0

Contains MBE/WBE/DBE Goal: [T
Document Number: PRF44

Document Status: -
Department: Select Department
Contract Type: -
Applicable Procurement Law: -

Comm-PASS Category: Select Category

**AND* Search by Date Ranges

Step 6

The message “There
are 1 Contract(s)
found that match your
search criteria” will
appear

Click on message link
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» Login » Help

Comm-~PRASS
| [ouickquores [soucrtations m FORUMS | BUSINESS DIRECTORY | JOIN | FED STIMULUS | RESOURCE CENTER

Home > Browse Confracts » Contract Search »

Contract Search Result
One item found

End Date Document Number Title Status

ACTIVE

08/30/2014 PRF44DesignatedOSC E-PAY Electronic Payments Statewide Contract

Last Changed
07H6/2013
Sitz Policies  Abour 05D  QSD Humei;e

® Commenwaalth of Massachusstts CPASS System

Please note: Be sure to pay attention to Last Changed date, this will help you to recognize any
potential changes on the language of the OSD Update and timeline for the expiration for this Active
Statewide Contract.

Step 7
To view an active

contract record you
must select the
Eyeglass icon in the
“View Contract”
column for the
desired contract.

» Login + Help @

Comm-~PASS
I —— . OHATONAL SEOCES DrvitON
_ QUICK QUOTES | SOLICITATIONS mm BUSINESS DIRECTORY m FED STIMULUS | RESOURCE CENTER

Home > Browse Contracts » Contract Search » Search Result »

Summary
DesignatedOSC  Issued By: Operational Services Division / Professional and Institutional Services Procurement
Summary Rules lsser(s Forms & Terms Vendor(s) Updates Other Information
Document Title: E-PAY Electronic Payments Statewide Contract
Document Status: ACTIVE Version: 00004
Amendment Reason: Update Vendor Tab Information. NO vendor action required.

Small Procurement - Estimated Value $10,000 to
$150,000:

Large Procurement - Estimated Value greater than
$150,000:

Estimated Value (US$): Not Available

Estimated Units: Mot Available Yes

Start Date: 02/01/2011 10:00AM
End Date: 06/30/2014 11:59PM
Max End Date: 06/30/2015 11:59PM
Issuer may exercise renewal options. See Rules tab for renewal information, if any.

Last Changed Date: 07/16/2013 07:11PM
Award Date: 12/31/2010 11:59PM

Comm-PASS Category:

Professional Services / FINANCIAL-Credit Card Payments--Acceptance of Payments from Public

Procurement Type:
Applicable Procurement Law:

Open to All Eligible Public Entities
MGLc. 7,822 c 30, § 51§52, 801 CMR 21.00

Statewide Contract:
Contains MBENVVBE/DBE:

Contains EPP: No
Seek Quotes: Not Applicable

Yes Contains Federal Stimulus: No
No Contains Prompt Pay Terms: No

Search Key Words:

Credit Card, VR, Debt, ACH

Description:

The Office of the Comptroller, with designation from the Operational Senvices Division, administers this Statewide Contract whict
provides eligible Commonwealth entiies the option to offer customers a variety of electronic payment methods. Customers may

pay for goods, services and other obligations through ACH and credit cards VISA, MasterCard, Discover and American Express

and with PIN debit cards. The ePay transactions can be processed over the web, over the phone via Interactive Voice Response

IVR, orin person using point of sale hardware. PRF44Designated0SC is the sole Statewide Coniract for Electronic Payment
Processing Sernvices which must be used by Required Users and should be used by Recommended and Optional Users in
order to achieve the most cost effective pricing for the Commonwealth and users. In addition, given the high costs for PCI
compliance, security and privacy and maintenance of legacy or other web based systems to support electronic payment

The Summary Tab is
the first part of the
PRF44 Statewide
Contract record.

This screen provides
information on
Document status,
start & end date,
description, etc.
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+ Login » Help [

Comm-~PRASS
CoATONAL TIEVEE: B
QUICKQUDTES SOLICITATIONS m BUSINESS DIRECTORY | JOIN | FED STIMULUS | RESOURCE CENTER

Home » Browse Contracts » Contract Search » Search Result »
Rules

Document Number BB

Bf44Designated0SC  Issued By: Operational Services Division /| Professional and Institutional Services Procurement
Rules

Vendor(s) Updates

Iz suer(H Forms & Terms Other Information

Contract RIe

1) Calendar Rule Ty'pe:\QU:mil a bid per the Solicitation requirements as long as the Close Date has not been exceeded.

2, 801 CMR 21.00

Evaluated based on criteria designed to determine the bestvalue to the Commonwealth. May be utilized b
e

by the Operational Senvices Division or its designee.

Contract Renewals

Renewal Start Date Renewal End Date

There are no renewals specified for this contract

The Rules Tab is
where you will find
the rules and
regulations related to
this contract.

Calendar Rule Type
Provides information
regarding responding
prior to the close date
being allowed (open
enrollment).

Applicable
Procurement Law
Displays which
Procurement Law this
Solicitation is
allocated (Statewide,
Municipality, other
eligible entities)

Contract Renewals
Provide information
on renewal options

Camm-PASS » Login

Home > Browse Contracts » Contract Search » Search Result »

Issuer(s)

Document Number: PRF44Designated0SC Issued By: Operational Services Division |/ Professional and Institutional Services Procu

Summary Rujes Issuer(s) oyis & Terms Vendor(s) Updates Other Information
Eligible Entities R

A}

This is a statewide procurement open for use by all eligible public entities within the Commonwealth of Massachusetts, unless ott

Contact Information

Patricia Davis

E-Commerce Program Coordinator
One Ashburton Place

Boston, MA, 02108

(617) 973-2332 (Phone)
patricia.davis@state.ma.us

Additional Team Members

Team Member Name Team Member Organi

There are no additional team members

Issuer’s Tab

This tabs shows
Eligible Entities that
are allowed to utilize
this contract as well
as Contact
Information if you
have questions about
using the contract.

*note — Buyers
should read the OSD
Update before
contacting the Issuer.
Many times
information is
provided in the
language of both the
OSD Update (located
on the Forms &
Terms tab) and the
RFR that may answer
specific questions.
When contacting the
Issuer, remember to
reference the
Statewide Contract
Number in your
communication.
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Comm-PRSS e Q8D

SHUABONALIEE VL BN
_m SOLICITATIONS mm BUSINESS DIRECTORY | JOIN | FED STIMULUS | RESOURCE CENTER

Home » Browse Contracts » Contract Search » Search Result >

Forms & Terms

Document Number: PRF44De signa il meweBynlpgrational Services Division / Professional and Institutional Services Procurement
Summary Rules Issfer(s Forms & Terms Vepdor(s Updates Other Information
N

‘ WARNING: If thi tab consists of more than one (1) page, you must navigatg
each additional pgge using the number or Next/Last hyperlinks, then use Download Files Selected on this Page )
—— e

file View or Download Files tools to access the additional files.

Select All on this Page

Select Upload Date

Document Description Action? Action Description \ View
' ZE 0SD UPDATE #11-184 Yos REQURED REVIEV - REQUIRED CONPLINCE Py

B ,\ 02/01/2011 0SD UPDATE #11-18 Yes REPLACED BY #11-184 &

2/01/2 'AY Request For Response (] ) ez Applies to this Contra &
02/01/2011 EPAY R tFor Ry RFR i Applies to this Contract A

20412 equired er Specifications es  Applyto Contra &

] 02/01/2011 Required Other Specificati Y, Apply to Contract 4

= 02/01/2011 RFR DOC CHECKLIST Yes Identifies docs onfile - See Solicitation for details &
2/ equired opecmncatons es  Applyto Contra e

] 02/01/2011 Required RFR Specificali Y Apply to Contract =

2/01/2 equired IT Specifications es  Applyto Contra &
02/01/2011 Required IT Specificat i Apply to Contract o

B 02/01/2011 Standard Contract Form Yes Signed by Each Contractor &

& 01312014 W-g Form yeg SubmitforLegal Name, Address, or Remittance o
3 W ®5  Changes

B 01/31/2011 Commeonwealth Terms & Conditions Yes Incorporated by Reference to Contract =

Currently displaying 50 records per page. Change displayto 5, 10, 15, 25 records per page.

Please note: On this screen you can view the PRF44 Request for Response (RFR) file, OSD
Updates, IRS Form W-9, and Commonwealth Terms & Conditions.

Forms & Terms Tab
allows the buyer to
see at a glance all
the forms that may
be required when
purchasing from the
contract.

Action — Yes/No
instructs whether or
not an action is
required for the
document.

Action Description
— provides the buyer
with a description of
what action is
needed.

View — this Eyeglass
icon allows you to
view the document

Select the
documents and then
select Download
Selected Files to
save the documents
to another location.

Comm-PASS ‘legin  »Heip
Fras srwsroutt A rewes & Sola¥ativa Srwier oretATONAL StECES BN
_ QUICK QUOTES | SOLICITATIONS mm BUSINESS DIRECTORY m FED STIMULUS | RESOURCE CENTER

Home > Browse Contracts > Contract Search » Search Result »

Forms & Terms

Document HNumber: PRF44De signatggOdks ——— aaLational Services Division / Professional and Institutional Services Procurement
Summary Rules Issufr(s Forms & Terms VerHor(s Updates Other Information

‘ WARNIMNG: [Tt} ab consists of more thi| File Download
each additional pyge using the number

file View or Downldad Files tools to acce

Select All on this Page

Do you want to open or save this file?

Select Upload Date Document Descl @Jj Name: OSD_Update PRF44_UPDATEE2011.doc
081052011 0SD UPDATE #11-184 = Type: Microsoft Word 97 - 2003 Document
From: www.ebidsourcing.com
] 02/01/2011 03D UPDATE #11-18 o
(o))
(] 02/01/2011 EPAY Request For Response (Rl -
] 02/01/2011 Required Other Specifications Gt
i 5 While files from the Intemeét an be useful. some files can potentialy
= 02/01/2011 RFR DOC CHECKLIST hamm your computer. If you dd\not trust the source, do not open or B (34
save this file. What's the risk?
ll} 02/01/2011 Required RFR Specifications (=53
= 02/01/2011 Reouired IT Specifications Yes Apolvto Contract &

Open the document
by selecting the
Eyeglass Icon

Select Open to View
the document.
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Comm-PASS
_ QUICK QUOTES | SOLICITATIONS m BUSINESS DIRECTORY m FED STIMULUS | RESOURCE CENTER

Home » Browse Contracts » Contract Search » Search Result »

+ Login » Help

Vendor(s)

Document Number: PRF44Designated0SC  Issued By: Operglemmsiggvices Division /| Professional and Institutional Services Procurement

Summary Rules Issuer(s) Forms & Terms Vendor(s| Updates Other Information
3items found, displaying all items.
= Mendor |
Vendor Name Program! Comments Active? Vendor Code 1 m igw

American ExpressTravel Related Sves Co. Inc. Yes VCB000215162

Bank of America N A Bank of America Merchant Sernvices will Yes VCEOOO264520

appearoni
HP Enterprise Services LLC Yes VCB000262513

Vendor Tab

Vendors are listed in
order according to the
programs they are
participating in. View
the column headers
for details on the
Vendor.

Programs — these
icons will identify if
the vendor attributes
such as SBPP
participants, SDP
(formerly AMP), SDO
certified, EPP plan
and Prompt Payment
Discounts,

Comments — provide
an at a glance
description of vendor
details, areas of
service, category of
services, regions, or
special instructions or
restrictions

Active — Yes/No
indicates status for
using the vendor

Vendor Code — This
is the MMARS
Vendor Code that you
will use to encumber
within MMARS.
Please note:
Departments must
encumber using
Master Service
Agreement Number:
MAOSDPRF44Desig
natedOSC

Select the Eyeglass
Icon to view vendor
information, RFR
response, pricing
structure, and/or
other vendor specific
details that are
associated with the
negotiated terms and
conditions of the
contract.
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